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2k August 1960

MEMORANDUM FOR: Assistant Director, Central Reference

BUBJECT

: Intellofax System

I. FROBLEM

To determine organizational reguirements of a modified

Intellofax System.

II. PACTS BEARING ON THE PROBLEM

1.

2.

L.

5.

The revised edition of the IBC, together with the alternative
Area Classification Codes, has been approved by CODIB and

.distributed. to the Intelligence Commumnity.

The existing Intellofax file contains nine million cards.  They
cannot be merged effectively with cerde coded under the new ISC.

The Air Force has been Minicoding sccording to the old ISC and
expects to start using the revised codes in late 1960. There is
every indication that their input will be compstpble with our
coding. .

The Intellofex Tesk Group, composed of representatives from the
Document end the Machine Divisions, the CIA Library and the
Automstion Development Group has submitted a study on modification
of indexing requirements and techniques as well as expansion of
the Intellofax files to provide for uniform end specific retrieval.
The veccmmendations of the Intellofex Task Group &re endorsed by
the undersigned to the extent indicated in this paper. A copy

of this study is sttached as Tab A,

Only the menpower svailable to the three Divisions concerned
hes been considered.

III. DISCUSSION

L.

We believe that OCR should lesd the way by putting the revised
subject end area codes into effect for the Intellofax System &s
soon a8 possible to provide customers with the most effective
retrieval system. Adoption of these codes will provide an
opportunity to take adventage of both Intellofax and Minicard
coding experience and to make certain desirable modifications
in input and retrieval procedures.
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k.

- COMPEEMTAL -

-

The preparation of e coding manual will be required before the
aew codes can be put into effect. Thise ie essential for coding
{indexing), end for processing retrieval requesta. A draft of
a coding manusl is being drawn up by the Task Croup; its scope
will be dependent in part on the approval of this paper. At
ieast thirty days will be reguired after completion of the
araft to train document analysts and librarians in the use of
the revised ISC and the Dictionsry. The Machine Division will
requisition & supply of the revised punched card stock as soon
as the proposed card formaet 1s asccepted. If the manufscturer
fails to make delivery to meet our schedule, “the new system can
nevertheless be initiated {the reverse side of present stock of
cards can be used). During the training period and immediately
following adoption of new procedures, the Document and the
Machine Divisions will require substantial amounts of overtime
to prevent backlogs.

Wnen indexing with the new codes is started, a new Intellofax
file will be created and will have to be searched in sddition to
the present Intellofax file in procassing retrieval requestis. The
simultanecus maintenance and use of two files is inherent in the
dscision to adopt the new ISC. It will be several years vefore
traffic in the old file drops off significently; by this time 1%
18 expected that increamsed use of the Intellofax System will
more than offset this slight saving. Additional manpower in the
Mschine Division, amounting to approximately .two. persons, will
be required to search the two files simultansously.

There 15 general agreement among the three divisions concerned
and the ADG that the four digit numeric ares notation should
be used in preference to the six diglt alphabetic notation.
The four digit numeric scheme 1z more economical machine-wise
and since the two notations approved by CODIB are inter-
changeable item-for-item, all systenms using one or the other
will be compatible.

Subjects dealing with several areas pose & special problem.

In the present subject file primary end secondary areas are
recorded only on one card except in special cases. A gearch for
secondary arees requires more mechine sorting time and retrieval
scanning by the Composite Group. The nev area code and proposed
card format permit automatic reversal of all areas. To accomplish
this equal ares status in the subject file would increase its

size by approximately twenty-five per cent and would require
approximately one half additional person in the Machine

Divislon.

GOMFIBENTIAL
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6. The use of & dictionary is essentisl in cbialning greater
uodformity in coding input and results in vetter retrieval.
The usage decisions cumulated during the Minicard test are
being used as the basis for the dictionary. It {8 expected
thet the dictionary will grow steadily for more than a year
and the maintenance will always require investment of men- ,
pover. The veview of indexing performed by Document Divislon
snalysts will be sccouplished by strict adherence to the
dictionary procadures and by review of snalysis es dmened
necessary by the Document Divieion. ¥or this, Bocument
Division will need three perscns and Machine Division one
person on & continuing besis.

7. An ares file which completely duplicates the subject file
would add significantly to the reference capability of OCR.
It would pexmit half hour service lostead of two dsy service
on perhaps 30 per cent of current requents, and would encourage
spot Tequests which are not directed to the Intellofax System
at prasent. Chief, Machine Division, estimates that he would
requive 3 additional personnel for this purpose. Eatimates of
need and sultability of this type of service, as well &s the
operating efficiency of maintalning ares and subject files
simultanecusly can be more meaningfully made after & test
period. Such & test can be made &t no additionral cost, by

in aren order the VIR set of cards prepared under

%t the new IBU. A final decision on the estsblishment of &n &rea

file should be postponed until such & test ls made.

8. 1In searching by subject, many codes in the new 1SC will lead to
lsrge mmbers of documents pertinent to the same general subject.
As a result, review of & great number of cexd refercnces is re-~
quired to identify pertinent references. Specificity among these
reports can in many cases be defined and can be brought under
machine control. The use of clesr text for thls purposs, con-
trolled by a dictionary of terms actually used, would assure a
high degree of uniformity, yet without the need for frequent
revision of the basic code book., The use of & dictionary con-
trolled clear text on & highly selective bhasls for machine selection
purposes would require more apding and dictionary time as well aa
more Xey punching and ¢ard filing during the input phese. The
extent of its use as set forth below 18 based on avellable man<
power &nd retrieval experlence. Expansion of titles and preparation
of absiracts for the benefit of consumers in selecting documents
from Intellofax tapes are not affected by the use of the punched
clear text. The following uses of clear text on & highly selectlve
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and controlled basis as determined by the three divisions
concerned are recommended; '

B. biect definitiont To identify subclaases included in &
a;th e T80 code entry. For ezemple “coking” coal within coal}
"adntivelty law" within Internstional lav.

b. Corporsie nemes: Political perties, orgsnizations, and con-

ferences only. Installations of the categories covered by
the Industrial Register will not be listed in clear taxt.

. ic plece names! Coverage controlled by the Dicticnary

I8t Out end whe Coding Manual.

4. Personal nemes: The Intellofox will not substitute for the
blographic approach afforded by ER and BI/State. Therefore,
the tag for persons will be used only %o indicate the presence
of names in a document.

The pet manpower cost of use of clear text 1= especially difficult
[ to estimate. It will be several months before criterie are
gstablished for inclusion or exclusion of types of terms end for
ssteblishment of authoritative forms of entry for the temrms used.
Our best guess ie that one person would be required in the Machine
Division, and one in the Document Diviaion.

9. The proposed IBM card form will eccept and permit machine control .
of specific informetion in detail. The proposed card accepis all
entries presently in use, so that its adoption will impose no
limitation on current capacity. The proposed format for the code
sheets and punch cerd is designed to facllitate input to the
system.

10. The Air Force plans to adopt the new codes, but has not yet
completed their revised code manial and procefures and the date
of change over has not been determined. Ability to continue to
gonvert Air Force Minicoding for Intellofax input is vital to
manpower savings in the Document Division. Close lieison is
being maintained with Adr Force to insure coding compatibility.
The machine conversion of minicoding will de less complex with

e our proposed system. The extent of simplification will be
determined by the course that Air Force takes. The Alr Force is
also planning & dictionary and the Document Division plsns to
develop procedures wheraby index cards can be exchanged and
1istings be supplied to the Alr Force %o cbrlate needless
duplication of work.

COMFIDERTIAL
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1l. The gross cost of implementing all of the recommended chenges
without regard to possible economies through realigmment of
certain functicons, would be approximately thirteen additional
persons. The CIA Library would require the equivalent of one
person to code for retrievel from both the old and the new files
and would absorb this requirement in its preeent T/0. The
Docunent Division would save two persons by reorganizing the
Apalysis Branch and ancther by ceasing to code those finished
intelligence series that are included in the IPI. Btaff
previcusly asssigned to Minicard {5-Machine, 1-CIA Libraxy)
would be made aveilsble for the proposed progrem. The net in-
crease in T/0 in the three operating Divisions concerned would
therefore be three perscns. (Tab B.)

12, Full-time representation by the Documgent Pivision and consultive
representation by the Machine Bivision on the Composite Group
provide three way conmmunicetion that does much to improve quality
of input and of output. This should by all means be continued.
Many input decielons are now being formalized in the coding manuel
with mutual participation by the Document Division, by the Machine

Division, and by the Iibrary. These thres divisions should continue

%o be parties to msjor input declsions affecting the speed and
quality of Intellofax retrieval such as criteria for the use of
clear text, or the information to be included on the face of
Intellofex cards, or the "nodex” criteria.

SHE R a_.ii. TEGNS
1. That the numeric ares motation be ussd with the revised ISC.

2, That the coding manusl and the dictionary be sdopted and main-
tained as stendard tools for document processing and retrieval.

3, That dictionary controlled clesr text be used to the extent out-
lined in this paper until such time that aa extension iz deemed
necessary by the three divislons concerned.

%, That review of indexing input be performed on & regular basie to
the extent consideved necessary by the Document Division.

5. Thet the indexing of finished intelligence be mted from
the Intellofex System mnd be serviced through refarence to the
IPI. ‘

6. That a card be filed in the subject file for each area code
whether it be “primery” or "secondary.”

CONFIDENTIAL
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fhat the three divisions (Document, Machine, and Iibrary)
gontinue to participate in mejor input decisions affecting
retrievabllity.

That Mechine Bivision T/O be increased by three, the CIA Idibrary
7/0 be dscreased by one which is %o De transferred to the
Document Division to offset the assignment of & document analyst
to the Library Composite Group.

That the revised Intellofax Bystea pe put into operation within
QCR as soon as possible.

Thie?, Document Division

Thie?, Wachine Division

CIA Librarian

Thief, Awtomation Development Group

Attachments: (2 Tebs)

gonour:

Agproved:

As stated above.

Deputy Assistant “Pirector) CR

Assistent Director/CR

CONFIDENTIAL
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